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POLICY RECTMMENDATTON FORM TNSTRUCTTONS

PURROSE ¢

Te Pelicy Recommendation Form has been develcped as a means Tor all Social Servics
sl to commnicare racommendations for new written policy or revisions in curvent
writtern policy =2a thae Progran and Peiicy Cevelcopment Unit in Central Office, Recom~
mendations may be made in reference to any information contained in the Social Service
danusl; in any memorandums in forms or form instructions;: or any other written Social
Services prossdural informazion, Recommendations may ke made in reference to revising
current writien poliay, or recomnendations may ke made for thae development of new
wEltten peliay to clarilly program cperation ar stafs responsibilitiss, Recommendations
may he submitted by any service workar, supervisor, or administrarive gugses maember,

UIHMEER OF CORITS 2un DS TRTBITTON

“he original copy (whike) and the second copy (blue) of the SSP-1 ig to ke gent directlw
e the Program and Policy Development Unit ap the address specified on the form. The
third copy {geld) sheuld he retained by the staff memher who submitted the recommen-
dation far his /her gwn refarenca,

DUSTRDOTTONS POR COMPLETION

Re sure 4o anter z11 identifying informarion including your name, title, the office
where you are currantly assimued (specify sither County, Distyiet, ar Cent—al Gffics,
and specify hranch if apnlicable}, and telephone number, This is important bacauszae
We may nesd &0 conbgot Fou to obtain additicnal imformation ahout the problem whiich
you nave ldentified or skouw ¥our recomrendation.

n dwam {1} explaim the prablam asg Soneisely as pogsibla.

In item (2} emplain what written information vou believe is needed by staff to help
salve this problem ang whether a change should he made in forms, Procedures, shafft
rasponsinilizies, manual or form instrictions, ate.

In izem (3) esplain when (dake) rou would like o see the new or revised Dolicy which

T

¥ou ars recommending implemented.

[*8

n item (4] be surs to identify any other forms or manual instructions which will naas
- _ ; ; ZAEE -
TRYLSION 48 a4 result of the change you are recommending,

In itam (5) ideputify the section or subsection in the Social Servics Manual whers wvou
Lhink new or revized pulicy would be hest locztad,

itam (§) vou mav recommend the type and extent of shars training veu keliave is
nenessary to lmplement thas anormended change,
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